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CENTRAL INTELLIGENCE group 


25X1 A 


25X1 A 
25X1 A 


C.I.G. ADMINISTRATIVE ORDERl 


P ERSONNEL ACTIONS AFFECTING CIG CIVILIAN EMPLOYEES 
’VHO ARE PAID FROM VOUCHERED FUNDS - • — ~ 




!• Procurement 


Chi 

y/n/ir 


a. The Personnel Division, Personnel and Administratis® Branch, CIG, 


is charged with: 


(1) Maintaining, in coordination with the Finance Division, current 
data showing authorized existing vacancies (both grades and positions. 


in all CIG offices and Staff Sections. 


(2) Close and constant coordination with CIG offices and Staff 


Sections to determine priority of personnel requirements to in- 


sure continued efficient operation. 


(3) Obtaining from the Civil Service Commission approval of job 


classifications covering all. .CIG civilian positions requiring 


such approval. 


(l-i.) Determining, and maintaining constant contact with, all avail- 


able potential sources of qualified individuals to fill authorized 


CIG vacancies. Such contacts will be continually exploited to the 


extent necessary to insure availability of qualified individuals 


to fill vacancies as they occur. 


(5) Close coordination with the Security Division, Personnel and 


Administrative Branch, CIG to expedite to the. fullest possible 


extent all action in connection with final security clearance of 


prospective employees* 


(6) Initial contact vdth prospective employees and expeditious 


completion of all administrative action required to employe those 


found qualified to fill authorized vacancies « 


(7) Obtaining approval of appropriate Office or Staff Section 


Head prior to hiring any employee to fill an authorized vacancy,, 


except for clerical and administrative positions in grades CAF-1 


to CAF— inclusive, which may be fi lie d without reference to the 


Office or Staff Section concerned* 


b# Office and Staff Section Heads are charged with; 

(1) Initiating Forms No. 37-8 (Recruitment Request) in triplicate. 


covering personnel requirements to fill essential authorized vacan- 


cies, and 37-3 (Personnel Action Request) in duplicate, covering 


the forms to 
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(2) Final interview and acceptance or rejection of prospective 
employees to fill vacancies undo r their juris dication, except 
clerical and administrative personnel to be appointed in grades 
CAF-1 to CAF-Jj inclusive# 

(3) Providing advice and assistance in the preparation of job 
classifications. 

(h) Making no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reference to 
Personnel Division. 

2.o Processing Procedures. 

a 0 Complete Forms 5>7 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 
Personnel Division. 

be In cases where clerical and administrative positions in grades 
CAF-1 to CAF-£ inclusive are involved, qualification of applicant 
to hold position will be determined by Personnel Division, and, if 
found qualified, Form 30-1 sent to Security Division for security 
clearance. 

Co- In cases other than those specified in par. 2b above: 

(1) Forms will be sent to Office or Staff Section when appropriate 
vacancy exists requesting recommendation for or against employment 
and, if acceptable, indication of grade and position to be filled, 

(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security clearance. 

(3) Cases involving disagreement between the using agency and 
the Personnel Division will be sent by the Executive for Personnel 
and Administration, together with full statement of facts, to the 
Executive Director for decision* if the Executive for Personnel 
and Administration cannot arrive at an agreement with the 
requesting office. 

(h) Personnel Division will initiate all rejection notices to 
applicants. 

. d# (1) Immediately upon receiving security clearance, action to com- 
plete employment processing will be expedited by Personnel Division 
and employee assigned# 
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(2.) If Security Division rccommonds against employment, appro- 
priate notification will bo sent to applicant by. Pcrsonnol Division 
and caso closed* . ! 

( 3 ) Any disagreement between Socurity Division and/or Personnel 

. .. . ; ' V ' . ■ .■ . ■-■■■■■ ....... . " ’ • .’ ! 

Division and Office or Staff Heads •will be referred to the Execu- | 

. . • - . . ; •' '■ • '■ ' . ■ •' " i 

tivc Director for decision, in the event the Executive f or ' 

Personnel and Administration cannot arrive at an agreement with the 
requesting office* 

3# Personnel Division will obtain sufficient information from the 
Finance Division to keep budget restrictions on personnel procurement current 
at all times# Individual cases will not normally be referred to the Emhgnbo 
Division for clearance# j 

iu Approval of Personnel Actions* 

a» Delegation of Authority dated September 6, 19)4.6, signed by the j 

Director Central Intelligence authorised the Chief, Personnel j 

... . . 1 

Division,, to approve personnel actions for the GIG* It is the 1 

responsibility of the Chief, Personnel Division, to ascertain that . | 

GIG policy and the standards established by the Civil Service j 

Commission are observed in connection with the employment of all 
vouche red civilian employees. ' 

b. (1) The Chief, Personnel Division, Personnel and Administration 
Branch, may take final action for the Director in cases involving 
grades CAF-1 to 12 inclusive, and P-1 to P-5 inclusive, pro- 
vided the head of the interested Office or Staff Section concurso 

(2) The Executive Director must approve for the Director 
final hiring in all cases involving grades f rom CAF-13 to 
CAF-15 inclusive, and P-6 to P-8 inclusive* Concurrence of 
the head of the interested Office or Staff Section will be 
obtained by the Personnel Division prior to presentation to 
the Executive Director for decision*. 

( 3 ) Any doubtful cases and those involving disagreement between 
the Personnel Division and the Office or Staff Section Head 
concerned, will be referred to the Executive Director for 
decision, in the event the Executive for Pcrsonnol and 

Administration cannot reach a staisfactoiy agreement with ■ .1 

the requesting office# 

5« Transfers and Reclassification of Positions* 

Approved fttfftteDeatsfe positions and ■ 

;indi;rtclualsih©:tween>iOffices.^oi^Staff,,Sections^will;.Jbto .... 


Appr 
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Release 2001/08/02 : CIA-RDP81-00728R0001 0001 0007-6 

(, ) ' ■ . : i J : ' -■■ ■' ' ' 

handled generally in tho same manner as indicated above, except Tor 


security chock. No action on the part of individuals or Office and 
Staff Hoads is required to effect automatic within grade salary increases. 
6, Terminations. 

Request for termination of employment in the case of any 
employee will bo initiated by the appropriate Office of Staff Section 
Head on Form 37-3, and forwarded to the Personnel Division accompanied 
by a detailed statement of the reasons for rocommending termination* 

Upon receipt of such request. Personnel Division will take appropriate 

action in accordance with existing regulations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 


25X1 A 



Deputy Executive for»?crsonn# 
unci Administration . . j:. 


NOTE: This document is classified "SECRET" only because 
of tho subject rather than the contents. 


SECRET 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 


ADMINISTRATIVE INSTRUCTION 
NO. 


1 July 1?1*8 


SUBJECT: Entrance on Duty of New Employees 


1. No applicant for employment will be contacted in connection with 
entrance on duty in CIA by any individual employed by or on duty with 
this agency except — J 

Executive for Administration and Management 
Chief, Personnel Branch, A&M 

Responsible employees of the Personnel Branch, A&M, 
designated for this purpose by their branch chief, 

... . Z l. Personn el Branch, A&M, has direct jurisdiction over 

all individuals who enter on duty in personnel pools of this agency while 

f*™ 1 S2CU Mx y ? learanCG * Instructions to individual applicants 
and individuals on duty m personnel pools to report for duty in any 
office or staff section of CIA will not be given except by one of the 
individuals specified in paragraph 1 above, 

3. a. No office or staff section of OIA will permit any individual 
to enter _on duty within such office or staff section without presen- 
tation of a written statement signed by the Chief or /'assistant Chief. 
Personnel Branch, A&M, in the form indicated below: 

"Processing for entrance on duty of (name of applicant), 

, title, grade, and entrance salary), has been 

completed and the applicant meets all standards for full employ- 
ment with CIA. Signed clearance for entrance on duty has been 
received from the Executive for Inspection and Security and made 
a part of the personnel file of this individual.. Effective this 
date he/she is assigned to duty with your office." 

b. A copy of this notification will be furnished to the Executive 
for Inspection and Security. 

c. Should extraordinary circumstances appear to warrant entrance 
on duty prior to the preparation of the statement prescribed above, 

e Executive for .administration and Management may give verbal auth- 
orization for entrance on duty after assuring himself that all 
required processing has been completed. 

+w Assistant Directors and staff Chiefs are responsible for insuring 
that all individuals under their jurisdiction are informed of this direc- 
ive and instructed to refer all matters relative to processing of indivi- 
duals for employment with this agency to the Personnel Branch, A&M, for 
action, J 


E 25X1 A 


l 



DIS1RIBUTI0N: 


Rear Admiral, USN 
Director of Central Intelligence 
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SECRET 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C# 


apM 


10 October 1947 


ADMINISTRATIVE' INS 
.-NUMBER H 


SUBJECT: Personnel Actions Affecting CIA Civilian 

Employees Who Are Paid from Vouchored Funds 


Paragraph 4b(2), Administrative Instruction dated 

13 December 1946, is amended by adding thereto: 

"( 2 ) * * * * * * * # The Executive for Administration 
and Management will act for tho Executive Director 
when that individual is absent#” 




25X1 A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



ecuxivo ror 


Administration and Management 


ATTACHMENTS: NONE 


DISTRIBUTION: "A” 


(3064) 


SECRET 
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SECRET 




CENTRAL INTELLIGENCE AGENCY 
Washington, D. G. 



ADMINISTRATIVE INSTRUCTION 
NUMBER 


10 ‘October 1947 


SUBJECT: 


Personnel Actions Affecting CIA Civilian 
Employees Who Are Paid from Vouchored Funds 


Paragraph 4b(2), Administrative Instruction I 
13 Dooombor 1946, is amended by adding thereto: 1 


I dated 


"(2) ******* f 
and Management will 
whon that individual 


The Executive for Administration 
net for the Executive Director 
is absent." 
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FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Administration and Management 

ATTACHMENTS : NONE 
DISTRIBUTION: "A" 



Executive for 


•OQJ: 





V r!- 

o\ 
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SECRET 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D* C. 


ADMINISTRATIVE IN STRUCTION 
NUMBER ■■■■ 


10 October 1947 


SUBJECT: Personnel potions Affecting CIA Civilian 

Employees Who Are Paid from Vouchored Funds 


25X1 A 


25X1 A 


Paragraph 4b(2), Administrative Instruction dated 
13 December 1946, is amended by adding thereto : 

!, ( 2) ******** The Executive for Administration 
and Management will act for the Executive Director 
when that individual is absent , M 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


ATTACHMENTS : NONE 


DISTRIBUTION: "A" 


(3064) 


Executive for 
Administration and Management 


SECRET 
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17 July 1948 


25X1 A MEMORANDUM FOR THE RECORD 

SUBJECTt Administrative Instruction "Entrance on Duty 

of New Employees" 


1« On the afternoon of 8 July 1948 the subject Administrative 
Instruction was called to the attention of the undersigned* It 
was discussed with the Assistant Executive Officer* the Executive 
Officer and the Assistant Director, Special Operations* 

2* As a result of these discussions the ADSO telephoned 
the Executive for Administration and Management* stating that 
he understood why the Director would not wish to specifically 
except OSO from all such memoranda but that he wished to make 
the inquiry to determine for certain that subject Administrative 
Instruction did not apply to the covert and unvouchered funds 
personnel of °S0* Within less than five minutes* while the 
undersigned and the others mentioned above were still in the ADSO's 
office* a telephone call was received by ihe ADSO in response to 
his call to the Executive for Administration and Management* The 
IDSO stated to us that that telephone call informed him that subject 
Administrative Instruction was not effective for the covert and un- 
vouchered funds personnel of the Offioe of Special Operations* 

5* In view of the above* Personnel Division of OSO will 
continue to exercise supervision over the non-security cleared 
unvouchered pool and will continue to function as previously on 
all matter* concerning personnel employed 6n unvouchered funds# 


25X1 A 
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DEPUTY ASST. DIRECTOR 


EXECUTIVE OFFICER 
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HIEF. FOREIGN BRANCH 
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CHIEF, PERSONNEL DIVISION 




CHIEF. REGISTRY DIVISION 


CHIEF, COAMJNICATIONS DIVISION 


chief, Transportation a supply division 






r 1 APPROVAL 

1 1 INFORMATION 

1 IRION ATURC 

r~ 1 ACTIO 

L ) 0 1 RECT REFLY 

T 1 NETUM 

1 J COMMENT 

1 1 PREPARATION OF REPLY 

L IDISPATCH 

L__ J CONCURRENCE 

1 1 RECOMMENDATION 

Cl— J file 

REMARKS: 



FORM NO. 
JUL IS47 


CONFIDENTIAL 


30*2 REVISED 



Approved For Release 2001/08/02 : CIA-RDP81-00728R0001 0001 0007-6 












Approved For Release 2001/08/02 : CIA-RDP81-00728R0001 0001 0007-6 


STATINTL 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


STATINTL ADMINISTRATIVE INS' 
NO. 


1 July 


SUBJECT: Entrance on Duty of New Employees 
. 1* No applicant for employment will be contacted in connection with 

*£«££ £%,i n J r ' * **■ ***** ***** «• « «•* with 

Executive for Administration and management 

Chief, Personnel Branch, A&h 

Responsible employees of the Personnel Branch, A&M, 
designated for this purpose by their branch chief. 

3. a. No office or staff section of CIA will permit any individual 
to enter on uuty within such office or staff section without oresen 

Personnel 2 2’—“? aigned the Chief or Assistant Chief, 
Personnel Branch, Ae*i, in the form indicated below: 

"Processing for ontranc on duty of Jam of applicant), 

— _ grade, and entrance, salary), has been 

nent Sthlr th ®. app J icant meets all standards for full employ, 
ment with CLt. Signed clearance for entrance on duty has been 

received from the Executive for Inspection and Security and made 
dX r L°/V he Pers0nnel file of th ^ individual. Effective Sis 

date he/she is assigned to duty with your office.'* 

for LpooSS '" iU b ° «» feoutiv. 

on dStv nSS d t.n X S a ° rClinaiy + CirCUms tances a P pear t0 warr ant entrance 
l ! preparation of the statement prescribed above, 

. . . U Ji ve °r administration and Management may give verbal auth- 

recuired n nfoL en ^ ran h e °k dUty after assurin S himself that all 
required processing has been completed. 

and Staff Chiefs are responsible for insuring 
St ^^f^duals^de^-lheir jurisdiction are informed of this Sri? 
tive and instructed to refer all matters relative to processine of inHiiH 

aItion f ° r employraent v 'ith thf^/agency to the personnel Branch, Sir " 


STATINTL 


DISTRIBUTION: 


Rear Admiral, USN 
Director of Central Intelligence 
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